
The document you are trying to load requires Adobe Reader 8 or higher. You may not have the 
Adobe Reader installed or your viewing environment may not be properly configured to use 
Adobe Reader. 
  
For information on how to install Adobe Reader and configure your viewing environment please 
see  http://www.adobe.com/go/pdf_forms_configure.


A-6003-063i (REV 9)
Page  of 
Andersen, Veronica R
MSA
Request for Clarification of Information (RCI)
Greer, Lisa A
A-6003-063i REV 9
03/30/2020
09/28//2020
REQUEST FOR CLARIFICATION OF INFORMATION (RCI) INSTRUCTIONS
NOTE:  Part A -  INQUIRY is completed by the Requestor.  Part B - RESPONSE is completed by the Buyer's Technical             Representative (BTR) or designee for external RCIs, or by the Project Manger or designee for internal RCIs.
NOTE:  The RCI may also be referred to as a Request for Information (RFI)
1.
Enter the addressee first and last name and organization.
2.
Enter the requestor's first and Last name, phone, and organization.
3.
Enter the RCI number.  Only include Company if internal RCI.
(Example internal format:  30038-051-RCI-MSA-001; Example external format 30038-051-RCI-001)
Contract No.	Release No.	RCI	Company	Sequential No.
    30038		     051		RCI	   MSA		      001
4.
Enter the date the RCI is prepared.
5.
Check if the RCI is internal (within MSA) or external (involves a subcontractor to MSA).  If external, enter the contract number.
6.
Enter the subject or affected work and identifying information such as System Number, Area/Unit, and Work Location.
7.
Enter the reference document(s) associated with the RCI.
8.
Describe what needs to be clarified or where additional information is needed.  Provide specific information (e.g., section, paragraph, page, coordinates) to ensure clear communication.  Contractor indicates if an attachment is included by checking "Yes" or "No".
9.
Provide the requestor's interpretation, recommendation, or proposed resolution.  Contractor indicates if an attachment is included by checking "Yes" or "No".
10.
Enter the requested response due date.
11.
Check "Yes" or "No" if cost and/or schedule impacts may result.  If "Yes", enter the Cost (rough order of magnitude $) and schedule impact.  The requestor will email the RCI to Projservdoccon@rl.gov.  Project Services Document Control (PSDC) responds back to the requestor indicating they received the RCI via email and that the RCI will be processed.
NOTE:          PSDC will review Section 1-11 for completeness and accuracy prior to processing.
12.
MSA enters the name of the person receiving the RCI, and receiver signs and dates signifying receipt of the RCI.  Save the RCI in a Word file into the project folder under 13.02 RCIs.
13.
BTR or Project Manager (or designee) identifies the name and organization of the person responsible for completing the Part B-RESPONSE.  PSDC then routes the RCI for review and disposition to the BTR and DA.
14.
Review the disposition, indicate with the boxes if the proposed resolution or interpretation is acceptable or not.Using the boxes, indicate if the proposed resolution/interpretation is within the contract SOW.  Using the boxes, indicate whether the disposition will require changes in the field work or engineering design from what was originally planned (requires a DCN or FMP).  Enter the DCN/FMP number, or if not applicable, enter “N/A”.  Using the boxes, indicate if an attachment is included.  Enter text in block 14 that provides adequate basis to support the conclusions reached above with regard to the adequacy etc., of the disposition.
15.
The assigned responsible person for Part B-Response enters the names of those who will review or receive a copy of the RCI.  Check the review box if they will review the RCI and provide disposition input.  If the RCI involves technical information, the Design Authority determines what additional reviews are required perMSC-PRO-QA-8635, Review of Technical Documents, and lists the appropriate reviewer's names.  For each person listed, enter the function/organization and mail location (e.g., MSIN) and check the copy box indicating those who will receive the dispositioned RCI.
16.
Approve the disposition of the RCI.  The Buyer's Technical Representative approves external RCIs.  The Project Manager (or designee) approves internal RCIs.  When the RCI is dispositioned and signed by both the BTR and DA, Project Services Document Control will review the document for completeness and accuracy, stamp ORIGINAL on the top corner, save a copy in the share drive, upload a copy in DMCS, and enter all Meta data.  Project Services Document Control sends the RCI back to the requestor via email and any other people on distribution.
NOTE:  For an external RCI the BTR or Project Manager signature is the only signature required by MSA Contracts to            process the RCI.  The BTR or Project Manager signature indicates that all other reviews            (e.g., MSC-PRO-QA-8635) have been obtained, as applicable.
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